With  continuing  education  becoming  an  actuality,  more 
and  more  people  in  business  and  other  organizations  are 
becoming  concerned  with  the  development  of  the  training 
function  in  their  organizations. 

Companies  and  other  organizations  are  finding  it  essential 
to  help  their  staff,  from  semi-skilled  laborer  to  manager, 
perform  jobs  more  eflSciently  and  effectively,  as  well  as  to 
acquire  new  skills  and  ideas  which  are  essential  at  all 
levels  of  organization  these  days. 

Education  has  come  out  of  the  “youth”  stage  and  “class- 
room” setting.  It  is  permeating  all  age  groups  and  taking 
place  in  factories  and  offices  as  well  as  in  the  more  tradi- 
tional type  of  classroom.  This  is  a healthy  development  but 
it  makes  big  demands  on  those  responsible  for  training 
activities.  Developing  necessary  programs  and  teaching 
adults  have  become  essential  skills.  Many  carrying  on  these 
activities  in  organizations  today  are  not  properly  equipped 
to  do  so.  A good  number  of  those  responsible  for  the  train- 
ing function  are  struggling  valiantly  to  be  effective,  but 
against  great  odds.  The  Provincial  and  Federal  govern- 
ments are  helping  organizations  to  mount  needed  programs. 
However,  a basic  educational  program  for  the  trainer  him- 
self is  becoming  more  and  more  vital. 


SUBJECTS 

INDUSTRIAL  MANAGEMENT  IV.  T.  Nutson 

Twenty-five  lectures  on  Thursday  evenings  at  7.30  in  Room 
348,  Galbraith  Building,  beginning  September  29. 

Fee:  $65.00 

This  study  of  the  principles  and  techniques  of  industrial 
management  divides  broadly  into  two  general  areas : 

An  introduction  to  modern  management  though  with 
the  subsequent  emphasis  on  people — both  manager  and 
those  managed — relative  to  organization  research  and 
theory,  motivation,  incentives  and  morale  policy  formula- 
tion, planning  and  decision  making; 

A broad  introduction  to  the  physical  make-up  of  an 
industrial  organization — in  this  second  category,  there 
will  be  a discussion  of  line  and  staff  functions,  and  their 
interrelationship. 

The  significance  of  good  control  as  a function  of  industrial 
engineering,  production  planning  and  accounting  will  be 
amplified. 

The  class  will  be  limited  to  50  students. 

text:  Haynes  and  Massie — Management — Analysis,  Con- 

cepts  and  Cases,  Prentice-Hall  Inc. 


AN  OVERVIEW  OF  PERSONNEL  ADMINISTRATION 

R.  K.  Arima 

Twenty-three  lectures  on  Wednesday  evenings  at  7.30  in 
Room  119,  Galbraith  Building,  beginning  October  12. 

Fee:  $65.00 

As  an  introduction  to  the  field  of  Personnel  Administration, 
the  course  covers  the  major  personnel  activities  by  means 
of  lectures,  class  discussions  and  analysis  of  case  studies. 
Pertinent  findings  from  the  social  sciences  and  human 
relations  studies  will  be  covered. 

Topics  to  be  covered  include: 

The  relationship  of  the  personnel  fimction  to  the  rest 
of  the  organization; 

The  personnel  administrator’s  job  in  manning  the  opera- 
tion— recruiting,  selection  and  placement; 

Evaluating  jobs  and  personnel — wage  and  salary  adminis- 
tration, performance  appraisal; 

Training  and  developing  people; 

Communications — interviewing  and  counselling; 
Motivating  people; 

Current  labour  relation  problems  and  trends; 
Implications  of  technological  change — manpower  plan- 
ning. 

The  course  will  be  limited  to  50  students. 
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understand  and  develop  the  training 
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retraining  and  continuing  education 
have  become  essentials  for  survival. 
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SUBJECTS 


This  a six-subject  course  for  which  a certificate  will  be 
granted  upon  successful  completion  by  the  Ontario  Society 
of  Training  and  Development.  The  course  is  made  up  of 
five  compulsory  subjects  and  one  optional  subject  as  listed. 

Compulsory 

Psychology  in  Industry 
Adult  Learning  and  Teaching 
Industrial  Management 
An  Overview  of  Personnel  Administration 
Interviewing  and  Counselling 
Optional 

Communications  in  Business — Written 
Statistical  Methods  course) 

Budgetary  Control  (1*  course) 

The  first  four  compulsory  subjects  only  are  being  offered 
this  session.  Enrolment  in  a subject  requires  attendance  at 
one  two-hour  session  at  the  University  each  week  for  25 
weeks.  A maximum  of  two  subjects  may  be  taken  in  any 
one  year. 

Admission  Requirement 
Applicants  for  the  course  must  be: 

(a)  able  to  meet  the  general  admission  requirements  of 
the  University  of  Toronto  (or  equivalent),  or 

(b)  of  mature  age  (25),  with  suitable  experience  in  the 
fields  covert  by  the  course,  and  have  standing  in  at 
least  one  subject  in  Grade  13  or  its  equivalent. 


PSYCHOLOGY  IN  INDUSTRY  Dr.  S.  D.  Saleh 

Twenty-five  lectures  on  Wednesday  evenings  at  7.30  in 
Room  348,  Galbraith  Building,  beginning  September  28. 

Fee:  $65.00 

Psychologists  have  developed  a body  of  knowledge  in  the 
area  of  human  behaviour  that  can  be  applied  usefully  to 
business  and  industry. 

The  course  deals  with  the  application  of  the  principles  of 
psychology  to  business  and  industrial  situations.  Areas  dealt 
with  include  the  application  of  psychology  to  employee 
motivation  and  attitudes;  selection  and  the  effective  use 
of  psychological  tests;  performance  appraisal;  learning  and 
training  and  development;  perception,  communication,  and 
organizational  structure;  leadership  and  style  of  supervision. 
Discussion  of  these  areas  of  application  will  include  con- 
sideration of  such  topics  as  labour  turnover,  work  groups, 
and  the  informal  organization. 

text:  Maier,  N.  R.  F.,  Psychology  in  Industry,  3rd  edition, 
Houghton,  Mifflen,  Boston,  1965. 

ADULT  LEARNING  AND  TEACHING  Prof.  A.  Tough 
Twenty-five  lectures  on  Tuesday  evenings  at  6.30  in  Room 
204,  Galbraith  Building,  beginning  September  27. 

Fee:  $65.00 

This  course  will  examine  the  psychology  of  adulthood,  how 
adults  learn,  how  to  teach  adults,  and  how  to  plan  educa- 
tional and  training  opportunities  for  them.  The  course  is 
designed  for  men  and  women  who  are  involved  in  the 
education  or  training  of  adults  in  business,  industry,  pro- 
fessional and  vocational  training  programs,  educational 
institutions,  religious  institutions,  government,  libraries, 
armed  services,  and  other  organizations. 

The  members  of  this  course  will  learn  about  the  following 
topics:  the  psychological  characteristics  of  adults;  abilities 
during  adulthood;  motivation,  interests,  and  career  patterns; 
what  adults  learn;  how  they  learn;  the  process  of  self- 
teaching; sources  of  assistance  for  adult  learners;  the  plan- 
ning process;  teaching  methods;  some  specific  techniques; 
groups  in  learning;  and  training  for  an  occupation.  Members 
will  frequently  be  encouraged  to  relate  this  knowledge  to 
their  own  learning  and  their  own  professional  responsi- 
bilities. 

The  instructor  will  attempt  to  use  methods  suitable  for  an 
adult  group.  These  methods  will  include  reading,  brief 
lectures,  seminar  discussion,  small  group  discussion,  mime- 
ographed handouts,  exercises,  application,  and  observa- 
tion. 

text:  Kidd — How  Adults  Learn,  Association  Press  (New 
York)  or  G.  R.  Welch  (Etobicoke). 


MANPOWER  DEVELOPMENT 
APPLICATION  FORM 

Business  and  Professional  Courses 

DIVISION  OP  UNIVERSITY  EXTENSION 

University  of  Toronto 
Toronto  5,  Ont. 

I wish  to  register  in  the  Manpower  Development  course  and 
apply  for  the  following  subjects. 

PSYCHOLOGY  IN  INDUSTRY  Q 

ADULT  LEARNING  AND  TEACHING  Q 

INDUSTRIAL  MANAGEMENT  Q 

AN  OVERVIEW  OF  PERSONNEL 
ADMINISTRATION  □ 

Fees  are  $65  per  subject  and  must  accompany  application. 
Cheques  should  be  made  payable  to  the  University  of 
Toronto. 


Name 

please  print 

Address 


Employer 


Address 


Present  Position 


Phones:  Home  Business 


AH  application  forms  should  be  accompanied  by  the  re- 
quired educational  or  age  certificates  and  should  reach  the 
University  by  September  15. 

(See  Admission  Requirements) 


